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Forgot Password Instructions 
 
SSO provides the ability to reset your password using “Forgot Password” functionality. Once Challenge 
Questions and Answers have been set-up during the “New User Registration”, you can reset your 
password.  The following pages contain detailed instructions for using the “Forgot Password” 
functionality. 
 

  

The Forgot Password page opens 

 

The Answer Challenge Questions page opens 

 

Click Forgot Password link 

Enter User Login (User Login = six-digit Employee ID number) 

Click Next located on the right side of the page 

Answer your three Challenge Questions. 

Click Next located on the right side of the page 
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The Select A New Password page opens 

 

 

 

Enter New Password   Click on the Password Policy information 

icon and create a strong password in accordance with the Policy 

Re-enter New Password 

Click Save at the top right of the page 

You will receive a message indicating your password has 
been changed 

Click Back to Login 


